
APPLICATION FOR RECORDS RETENTION SCHEDULE 

~~ ~ 

FOR AGENCY USE 1. Agency Address 
Application Date Department of Education 

Office of Vocational Education 
- Division of Vocational Program Managemenb 

Atlanta, Georgia Application Number 

- ~- - .. - .. -~ 

FOR RECORDS MANAGEMENT USE 
~~~ ~~ ~. ~ . ~~- 

~~~ ~ 

Application Number 

81-95 
Date Received Date Completed 
c_ 

FEE 5 1981 I F E B  '1 1 1981 
- ~~_ 

_ _  __ 
7. Record Series Description This file contains the following documents (include form numbersand titles, if any]: 

Attach samples of the file. 
Documents relating to: Amending the Five-Year Plan fo r  increased personnel, f a c i l i t i e s  and 

equipment i n  Vocational Programs. 

Included are: ~ (DE Form 0170) "Vocational Improvement Request"; "Application fo r  a New 
Related Vocational Instruct ion Program Grant"; Summary information and 
related correspondence. 

File i s  arranged: Chronologically by Fiscal  Year. 

I_ - __ 
8. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

- twentylfivemonths.acd.gHer -7 -. ~~ - - - -_ 
x i n n u a l  Rate of Accumulation of Records 

Letter-size drawers ; Legal-size drawers ; Shelves :Other (specify1 1 1 

_ _  .. - 
The Divizion of Vocational Program Management provides d i rec t ion ,  po l i c i e s  and procedures 
for  development and delivery of Vocational Education; coordinates with local school 
systems and the federal government i n  a l l  areas of vocational education including budget 
preparation; a l loca tes  grant funds and approves disbursement; provides technical 
ass i s tance  i n  program development; provides l i a i son  and coordination i n  planning and 
management of vocational programs; recommends c e r t i f i c a t i o n  standards and s t a f f  development 
a c t i v i t i e s .  



. .-. .- I YES I N O 7  10. Questionnaire (Place an "X" in the proper column) - ~. .~ 

a. Is  this the official copy of the series? 
~- -~ 

confidential information requiring security handling? If yes, cilfe law or regulation. 
__ __~ -- -. ~. . 

- 
or long term research value? 
the file make it necessary to keep the entire file for a long period, could these 

If Yes. attach CODY. _. 

. ~. - ~ 

series ever analyzed and/or recorded in a summarized report? 
~ ~~ ~ ~. - . ~~ 

h. Is  there a duplication of this series in your office, or in another office or agency? 
~ ~ - -~ -. -~ -. .. ~ ~~ __ - If y e t  where? 

icrofilmed?~ 
. ..__ - LES& 10 a co m outer Drmtout? 

11. Retention Requirements The following requires the series to  be kept: 

a. State Law -I ~~ years. d. Audit period S y e a r s .  
b. Statute of limitation years. e. Administrative need -- 5 -years. 

- .. ~ ~ -_-years. f. Federal retention instructions years. c. Federal law 

Attach copy or ekCert of laws or regulations. Explain administrative need. 

. , I  - .  . . 
~ . * . : * . ,  .I.. 

. i  . .  
~- ~- -- -~ ~- 

12. Approved Disposition Instructions This agency recomniends that the f i le  series~&% off a t  the end of each: 
0 Calendar Year; '&1 Fiscal Year; 0 Other 

. .  
~. ~ , -~ then, 

, .  

' ' ,  

, .  

SJ Hold in the current files area m_ -month(s) 2 ~ yearb); then 
0 Transfer to local holding area; hold 
65 Transfer to State Records Center; hold 2~ -yearb); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-year(s); then 

I 

These instructions apply to al l  prior and future accumulations of the series. 

___~ .- 

graph 12 are approved. 
(If disapproved, attach letter 


